Cosplay Craftsmanship Contest - Template
Registration and Pre-Judging Schedule
(Assuming there is a cap of 50 contestants for the craftsmanship contest)

The minimum amount of time for prejudging would be about 5 hours (3 minutes @ 50 contestants = 4
hours 10 min. Comprised of 3 minutes for the prejudging plus a few minutes of wiggle room for judges
to compile notes).

Each contestant gets 3 minutes, can plan for prejudging blocks of 50 min throughout the day for the
following reasons...
* Scheduling ensures judges aren't away from booths or busy for the whole day. Gives them time
to eat and breathe, interact with fans and attendees, etc.
* Contestants don't all come clamoring at once right at the end for prejudging
* Contestants aren't waiting in a line all day while others get prejudged — allows them to walk
around and enjoy the con, get food, take breaks, etc
* Leaves some wiggle room for peeps who want to attend panels/judges who are also hosting
panels

Prejudging slots can start as early as the VIP entry time — and contestants should be allowed into the
building and the cosplay judging room regardless of badge type. This gives the event extra time to
ensure an on-time start

* Close online sign-ups 1 week before the event to allow for prejudging slots to be emailed out to
the contestants who have already signed up.

» If there are sign-ups at event, take them in the order they arrive and allow them to wait outside
the pre-judging area after they sign up to receive prejudging then and there (that’s what the
extra time is there for) OR can be penciled in for a prejudging slot that has open time



Prejudging Scheduling

Option 1 - 1 Hour Blocks

Each time block is 1 hour long, contestants need to show up between the start and before the end time
to be prejudged. This allows for a few minutes between each contestant and some wiggle room for run
on sentences and compilation of notes

Schedule 10 contestants per block

Plan for four to five 1-hour blocks spread between Friday and Saturday

Program Booklet Example:

“Cosplay Prejudging — Friday — 1:00 pm to 1:50 pm”
“Cosplay Prejudging — Saturday — 10:00 am to 10:50 am”
“Cosplay Prejudging — Saturday — 2:00 pm to 2:50 pm”

Option 2 - 2 Hour Blocks

Each time block can be 1-2 hours long, similar to a normal programming panel, contestants need to
show up between the start and before the end time to be prejudged. This allows for a few minutes
between each contestant and some wiggle room for run on sentences and compilation of notes

Schedule 15-20 contestants per block

Plan for two to three 2-hour blocks spread between Friday and Saturday

Program Booklet Example:

“Cosplay Prejudging — Friday — 1:00 pm to 2:50 pm”
“Cosplay Prejudging — Saturday — 10:00 am to 11:50 am”
“Cosplay Prejudging — Saturday — 2:00 pm to 3:50 pm”



Pre-Judging Email Templates

Prejudging Schedule Start

This is to be sent BCC’d to contestants along with a form containing prejudging slot
information so contestants can select their time slots and schedule juggling may begin.

"Hello,

Thank you for registering for [Event] cosplay contest — Please fill out this form by [date] for your
judging slot. Anyone who does not complete this by [date] will be removed and we will continue down
the waitlist.

[Form link goes here]

Thank you!"

Prejudging Schedule Confirmation

This is to be sent to contestants with their prejudging schedule information.

"Hello,
Here is your information for prejudging.

Location: [Location]

Stage Name: [Stage Name]

Your Judging Time: [Day between Start and End]
Lineup: [Day, start and end time, and location]

What to Expect: Judging

* You can come at any time during your judging window.

* Handlers are welcome to join you for judging. They can also assist backstage if needed, but
please remember that we will have staff all throughout the backstage area to help.

*  When you arrive at the event, we will confirm your Contestant Number at check-in so please
keep that handy! It will also be the order you walk across the stage!

*  We recommend physical build books as this is easier for judges, but you may upload a digital
build book to the google drive you shared for your initial application submission. - This is all
optional. Build books are encouraged but are not required. We will also not be accepting digital
build books later than Friday morning.

* Physical build books will be available for pickup [Location] on [day] from [start to end].

* Each contestant gets 3 minutes for their prejudging time

Line-Up Details

Please return to the [Line-up Location] between [Start and End Time] to get ready for lineup! The
contest kicks off at [Time] on [Day]!

Minor repair supplies will be available backstage for any last minute breaks.

This is also when we suggest handlers that are not needed backstage to go find seating in the crowd.



Entry on and off of stage will be [how to get onto the stage, how to get off, and where they’ll be
located]. When you come down staff will direct you to reserved seating.

Need to reschedule or see something wrong in the information provided? Let us know immediately.
You can simply respond back to this email.

If you run into a time conflict or have an emergency, please let us know ASAP so we can accommodate
you, judging spots are very limited.

Thank you!"



Pre-Judging Slot Form Sample

Please select the prejudging time(s) that work best for you...

[] Friday between 1:00 pm and 2:00 pm

[ Friday between 4:00 pm and 5:00 pm

[ saturday between 10:00 am and 11:00 am
[ Saturday between 12:00 pm and 1:00 pm
[ saturday between 2:00 pm and 3:00 pm

Export the results as an Excel sheet or something, filter, figure out what times work for who and make
it work. Then compile a solid schedule and list of contestants and send out the confirmation emails.
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